South Dakota Teachers As Advisors

	Developing a Cover Letter

	               11-12th Grades Career Development-Session 5
Essential Questions:
	What is a cover letter?
	When should you use a cover letter?
Stage 1—Desired Results





STANDARD(S): 									Revised Bloom’s Level:
C:A2.2 Apply job readiness skills to seek employment opportunities. 			Create
Stage 2—Assessment Evidence & Learning Plan



Summative Evidence: Students will create a cover letter directed to a business in a field of their interest.Materials needed:
Cover Letter Guide
(one per student)
Sample Cover Letter
(one per student)
Computer
(one per student)



 

Introduction
[image: ]Present students with a series of photographs of people. Set students up with this scenario: These people are headed to a job interview. Who do you think is more likely to get the job? Include 3-5 photos—make sure to include a variety of poor and well-dressed individuals. Ask students about their opinions. After they have named their top candidate, explain to them the importance of first impressions. 
[image: ]In order to successfully obtain a job, you must make a good first impression. A potential employer’s very first impression of you doesn’t usually come with appearance (although that is very important). It comes with your cover letter. 
Instruction
1. [image: ]Go through the “Cover Letter Tips and Suggestions” with students. You may want to display the information with a projector so students can follow along and take notes. 
2. Hand out the “Cover Letter Guide” and “Sample Cover Letter.” Go through each with students. 
3. Ask students to create their own cover letter that models the Guide. Have them choose a business based on their career interests. Have a phonebook available for students to look up addresses. Students may also find contact information online. 
[image: ]Closure/Wrap Up
Remind students about the importance of first impressions. Collect the cover letters and provide students with feedback. Highlight strengths and weaknesses the letters.  
Time: 30 minutes

This curriculum was collected and adapted from the Main Community College System’s 
Center for Career Development. Content developed in November 2004.

[image: ][image: ][image: ][image: ]Making the Connection                 Checking Understanding                 Higher Order Thinking                   Handout
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